
APPLICATION FOR RECORDS RETENTION SCHEDULE HIVES AND HISTI 
MkNAGEMENT DIVISION 

NSTRUCTIONS: 
History. ReaKds Managanent Division. 330 Capitol Avenue. Atlanta, Georph. 30334. 

Division of Special Proqrams 

4. Dates of Series 
Earliest Latest 

To Date 

- -  
D l t e  Completed Program for Exceptional-Children Date R a c e i d  

Mental Handicaps Unit MAY 2 8 1982 I TUG g jr,R; 

5. Records S e k s  Title (followed by title ured in office; if different) 

Mental Handicaps District Monitoring and Review Files 

monitoring activities required by P.L. 94-142 and providing general information relative 
to state and federal mandates. 
Completion Reports and recomndations for alternative staffing patterns and more 
appropriate delivery models are included district liaison responsibilities. 

Verification of unit allotment earnings, review of LEA 

I 

7. Remrd Series Description Th is  file mntains the following documents (include form numbers and titles, #any): 
Attach samples of the file. 

Documenurelatingto: Reviewing and approving LEA Comp-Plans, conducting pre- and post- 
monitoring in LEA, verifying special education unit allotments. 

lndudedare: LEA Comprehensive Plans, Comp Plan and monitoring correspondence, unit allotmer 
records and correspondence. 

N u m e r i d \  I File is arranged: by District by fiscal year, alphabetically by system within - - 
each District. I- 8. Monthly Referencr Rm How often are recvrds referred to which are: 

I 9ne  to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old 

AN+ty-five months and older . ?  I- 9. Annual Rate of Ammulation of Recordr I Lettersize drawers ;Legalsizedrawerr ;shelves : other Irp6rify) 



the SY-~S contain eonfdmtial infamation requiring rcur-w handling? If yes, ci$e law M regulation. 

documents in the fik make it n 

3ncntion Requirements The following requires the series to be kept: 

a. S t a n k  years. d. Audit m iod  years. 
b. Statute of limitation years. e. Admininratiw need years. 
c Federallaw wan. f. Federal retention instructions years. 

Attach ww or e x e r t  of lam M regulations. fxpia?n administrative need. 
. c 

I 
12. Appoved Disposition Instructions This agency recommends that the file series be cm off at the md of each: 

0 CalendarYear; gl FiralYear; 0 Other then, 

pb Hold in the current files area month(rl 3 year(s);then 
0 Transfer to local holding area; hold 
2 Transfer to State Remrds Center; hold - -yeads); then 
3 Destroy. 
B Transfer to State Archives for permanent retention. 
0 Other lspecifvl 

year[rl; then 

c-5 . . 4 L:? ~ - ’ . ..-A ~ - ~ f7-&/. / 

These infvqctions apply to all prior and future acarmul 

gaph 12 y e  approved. 
(If disapproved. w t r a d ,  letter 


